
PROOF OF CLAIM
3.0

These instructions will guide you through the process of filing a Proof of Claim and adding that
creditor to a case if necessary using CM/ECF.  

Step 1 - Click on the Bankruptcy hyperlink on the blue CM/ECF Main Menu Bar. 

Step 2 - The BANKRUPTCY EVENTS screen displays. 

Click on File Claims hyperlink. 
For further information on each of these categories, click the (Help) icon. 



Step 3 - The SEARCH FOR A CREDITOR screen displays. 

Enter the correct case number using a hyphen between case year and case number. (Ex.
00-00000). 

Enter Name of creditor.

Enter Type of creditor (defaults to creditor) - use drop down box if applicable, highlight to
choose from drop down box.

Click the [Next] button. 

NOTE: If the system warns you that you have entered an invalid case number, click the browser
[Back] button to try again.

Step 4 - The SELECT A CREDITOR screen displays. 

Click the down arrow to scroll through the list of creditors which are listed in alphabetical order. 
Click the creditor’s name to select it 
Click the [Next] button. Proceed to Step 11



NOTE: If the correct creditor and/or address for creditor is not listed, continue with Step 5 below 
to “Add creditor”.  DO NOT click on “Edit Creditor”. Choosing “Edit Creditor” will give you a
security violation message.

Step 5 - Do the following at the SELECT A CREDITOR screen of Step 4. 
Select [Add Creditor]. 

Step 6 - The CREDITOR  PROCESSING screen displays.

The case number will default correctly. 
Click the [Next] button. 

Step 7 - The ADD CREDITOR(S) screen displays. 
Enter the creditor’s name and address in the following format. 

 John Doe 
 1111 2nd Ave South 
 Columbia, SC 29202

Leave the [Creditor Type] and [Creditor committee] fields at the defaults. 

Click the [Next] button. 



Step 8 - The ADD CREDITOR(S) screen displays with a total number of creditors entered. 

Click the [Submit] button. 

Step 9 - The CREDITORS RECEIPT screen displays. 

Click the [File a Proof of Claim] link 

Step 10 - The SEARCH FOR A CREDITOR screen displays again [Step 3]

Enter Name of Creditor

Click the [Next] button.

Step 11 - The SELECT A CREDITOR screen appears again (see Step 4).  Highlight to select the
creditor you just added.

Click the [Next] button.



Step 13 - The PROOF OF CLAIM INFORMATION screen displays. 

Fill in the Proof of Claim information as follows:

[Date Filed] defaults to entry date. 
[Amends Claim #] - if applicable, enter the claim number of the claim this one is to amend.
[Filed By] defaults to creditor - change to debtor if appropriate.  

Fill in the Amount Claimed information by putting the total claim amount in the appropriate
field.

NOTE: Amounts must be entered without $ signs or commas. Use periods to denote decimals.
The amount will be displayed in the [Total (Display Only)] field.

Fill in the [Description] and [Remarks] fields with additional comments to describe the claim, if
applicable. 

NOTE: Use the [Description] and [Remarks] fields to note that a claim is shown as amended or
as a duplicate to another claim. Also, these fields can be used to show other remarks such as,
“Amount shown plus interest”, “Amount unknown”, “Amount cannot be determined”, etc.

Click the [Next] button. 



Step 12 - The SELECT PDF screen displays. 

Select the .PDF file to associate with this event.   For more detailed information about creating
and attaching .PDF  files, see section on Attaching PDF Files for instructions. 
Click the [Next] button. 

Step 13 - The NOTICE OF ELECTRONIC CLAIMS FILING screen displays. 

This is the verification of the date and time the claim was filed. 


